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RDS MANAGEMENT SPECIALIS
(Techuical Records Manager)

INTRODUCTION

The incumbent serves as the Technical Records Manager in the Air Enforcement and
Compliance Assurance Branch of the Air and Radiation Division. The Technical
Reconds Manager is vesponsible for management of all Branch program records. This
oversight records, confidential information (CBI) records, and the management of
clectronic documents and records in keoping with the Agency’s goal of a paperiess office.

Sackeroand:

The Air Enforcemant and Complisnee Assurance Branch consists of an Immediate
Branch Office and three Enforcement Sections, which deal with a very brosd range of
industrial sources and pollutants, initiate enforcement actions sgpinst violating sources,
cvdmcﬂimwmmlmmmhm;mmmmﬂmmmwmpﬁmmd
defend technical judgments in adversarial proceedings within the overail

stroctare of the Clean Air Act (CAA) and the laws and regulations of the individual
States. The Branch is also respomsible for developing aggressive State and Jocal air
pollution enforcement programs and for integrating the efforss of the combined
enforcement resources at all three levels of government (Federsl, State, and local) 1o
insure that air pollution sowrces comply with the requitements of the CAA, These
respensibilities genevale enormous. amounts of revords which are produced.and received
by the Branch and must be maintsined according to Agency records policies.

The'incumbent is responsible for the hand copy filing operations and the electronic
document management operstions of the Branch, which facilitates the management of
end access to the facility records of the Branch's programs. The incombent facilitates
access to the capacity of more than 1,500 linear feet of facility files by technical staff,
sitormneys in the Office of Regional Council, EPA partners, and the public under the
Freedom of Information Act. Records management is provided in keeping with
established program requirements. The respactive facility documents are maintained in a
systemnstic marmer as sppropriate for the enforoement program activity. Records
management activity of the Brauch encompasses paper recoris and electronic documents
associated with facilities regulated under the Clean Air Act and other Branch programs
based on the recent Agency enacted Cross-Media Electronic Reporting and Record-
keeping Rule (CROMERRR), which peescribes electronic document submission by the
regulated commuaity.

memnmbmnﬂhspwunnlmmmﬁbﬂﬂyfor&cmmﬁsmmd
information system, records, files.and datsbases, The incumbént is responaible for
coordinating records management activities with respect to records maintenance and use,
inventary and database management, 4nd records disposition. The incuribent is
responsibie for effective recornds ar information management including systems for




filing. maintaining files, and retrieving files, maintaining and updating Branch recosds,
records relmed 1o delegations of authoritics, pear review records and maintenance;
archiving files, records inventory development and maintensnce; electronic
records/commyents; confidential business information and electronic récords datsbases.

The incumbent is responsible for analyzing problems and issues involving developing
and implementation of records menagement systems, file and records utilization

and information processing methods and usage. The intumbent is a focal
poind with other staff in maintaining appeopriate files nd indexing systems necessary o
store and retrieve documents and informetion in the Branch’s programmatic and
administralive records systems.

The incumbexnt is responsible for overall Branch records management including
development of an inventory of Branch records end location and may take the lead in
creating and maintaining an electronic database related to records and files inventory and
location. Incumbert is repoaitory for Agency, Division, and Branch policy and guidance
regarding electronic records. Inkumnbent maintsing and updstes files regarding policy,
guidance, directives and responsibilities related to electronie records.

The incombent assists with the maintemsnce of a comprehensive reconds management
program. The incumbent clarifies and evalnates problems and isses relating to the
management and utilization of records md Ale information, information processing
methods, and records management sysiems and proceduires within the Branch. Defines
implemendation options sd recommends solutions and new sppmoaches relating to
records and fils management systema, The iscumbent ensures that official records snd
files are archived according to Agency records schiedules and Padersl giidelines
regarding retention of records and files and oversees archiving of records and filan,
providing advice and assistance to staff who are directly responsible for echiving of
records and files. As assigned the employee develops planning procedures and strategies
to anticipste and prepare for records systons” growth snd information need of the
salutionn ar options sro analyzed and presented for consideration to the involved parties.

As the focal point of coordination for all récords management and information processing
within the Branch, the incumbent works clozaly with program staff to analyze document
prooessing, records retention, and CBI processes and procedures.  Incumbent maintains
appropriate fles and indexing systems necessary to store and retrieve docoments and
jnformation within Branch systems. Camries oul special projects, as assigned, relating 1o
records ind documents, and information management issues,

As the Branch Technical Records Manager, the incumbent is responsible for records and
and implementation of the Agency’s electronic records program in the Branch. The

employee iz responsible for establishing intemal procedures, carrying out the records
retirement process, end is involved in researching and processing FOTA requests,




The incumbent is responsible for maintaining records meanagement datahases as part of
thve overall management of Branch records which also involves safeguarding Confidential
Business Information (CBI) and enforcement sensitive documents. The management of
CBI records involves the retention and disposition of CBI documents in keeping with the
regulations and Agency policies and guidance and requirements. Trains staff in respective
records management tisks and responsibilities inchuding CBI procedhures, protocols and
required CBI authorizations for viewing CBI material,

Maintains CAA facility files organized in accordance to the complex CAA reguiations
and multi-media functions. The facility documents are managed in accordance with
reteation and records retivernent schedules. New: records are catalogued in keeping with
the Agency policy and Branch’s standard file structure for the program facilities.

Maintains facility files in terms of cataloguing new documnents, revising a facility file per
changes in the Branch and/or Agency records retention schedules and/or other
requiroments for a particular progrum. Refines the recond catalogue procedures in
keeping with changes in the Agency, Division, or Branch programs and/or reconds
retired.

Serven 23 Documeént Control Officer for the Branch documents protected under the
Confidentiyl Business information (CBI). Works closaly with the Division Document
Caontrol Officer with the check-in andior out of CBI documents. Enyures all CB]
docoments and administrative work is carried out in keeping with the respective
progran’s CBl procedures and protocols,

Identifies snd carics out reconds retirement projects for all Branch records, ie., fucility
retirement plans for implementation maintsining disposition of all recond datahases.
implenvents CROMERR and other Agency rules, policies, and guidance on managing
clectronic records. Carries out special projects. Reviews and reconnends improvements
tothe Branch’s electronic documert management system, implementing procedures for
handling electronic submissions from the regulated commumity, and/or converting facility
files to electronic format in support of the Agency’s Paperless Office.  Works with the
Branch and Soction Chiefs and/or the Division records mansger on planning and
implementing record management plint praojects.

The incumbent ix responsible for analyzing problems and issues involving development
and implementation of records management systems, file snd records stitization
clarifiex issues; and evaluates the need for additional information.

Incumbent is responzible for ensuring that officia] records and files are archived



according to Agency records schedules and Federal guidelines regarding disposat of
records. Inciumbent develops plans and schedules for reviewing Agency, Division, or
Branch records and files, the retention of Clean Air Act program reconds and files, and
aversecs the archiving process of records and files maintained by the Branch, providing
advioe and assistance to stalf involved in the technical records/program files archiving
and disposal process. [ncumbent keeps the supervisor informed of schedule obstacles
and/or when problems develop adversely impacting the effective and timely archiving
process of Branch records and files recommending comrective action and follow-up
planning.

Maintains user guides and procedures in sugport of the various records management
responsibilities. Revises user guides, procedures and relsted documents as needed.
Prepares bricfings for management and technical staff on Agency, Division, and Branch
records menagement policy, requirements, and procodures, as needed.  Participates in
Region 5 or national discussions regarding reconds management policy and procedures,
as appropriate and funds aro available.

Maintains an electronic library of enforcemnent document templates, ensuring templates
are kept currem with Branch and Division policy and procedural changes.

Arranges for or performs geveral maintenance on computerized equipment to ensure
equipment is kept in working order.

Periorms other dutics as assigned.

meldn:nfmﬂ:mwmwmmmm

Knowledge of Agency tocords management, record retention, records archiving, and CBI
procodures, processes snd guidance.

Knowledge of the principles, practices and techniques of envitonmental protection to
integrate records management systems with the goals and objectives of the Agedicy,
Division and Branch's environmenial plans,

Ability to plan, implement and manage a records management aystem including training
users and records maintenance personnel, advising management, making decigions or
recommendations on record management matters and evaluating effectiveness of records
programs;

Skill in cataloging, filing and retrieving critical information. Ability to modify existing
records. Knowledge of records retirement schedules and record keeping in accordance:
with Agency policies and procedures.

Knowledge of dats management processing methods and procedures. Skill in computer
applications for data processing/management and database tracking systems.




Knowledge of the basic principles, concepts and methods of records management and
skill in applying this knowledge to cary out assigraments. In addition, the incumbent will
have substantial knowledge of the CBI program and its record management
responsibalities ami experionce with implementing the CBI program.

Knowledge of the CAA enforcement programs.

Knowledge of CROMERR and other Agency rules, policles, and guidance on managing
and implementing electronic records,

Theumnhuiwuthmd:ﬂuwmufﬂmﬁmuhmﬂwhnmﬂnomﬂ
objectives, prioritics, and desdlines. Assignments may be coondinated with the
Division's records manager, The incumbent sets hisher priotities and deadlines wed
camries out assignments independently. The employee independently plana snd manages
the work to be done, coordinates with the approgwiate Region 5 siaff, and carries ent
assignments through to completion. The completed work is generally accepted as
technically éccurate subject to review for achievement of objectives, conformance to
palicy and comipatibility with tha work of other functional elemants of the organization.

Assignments are in terms of complete projects or portions of more complex récards
management projects, together with operational requirenents, priocities and desdlines.
hmmmmﬂmwhmMaMMpublmﬁuw
the timely archiving of records and files to allow for cotrective action

EACTOR 3: GUIDELINES

Guidelines, procodiures and policies are availsble in Federal and EPA rules, regulations,
and guidance docunents as well as Division and Branch guidence and procedures on
rocords manageraent, The incumbent is expected to be thoroughty familisr with such
guidelines, able to interpret them, and apply themn to new situations. From tme to time,
the incumbent may be required o rovise procedures and approaches 1o meet dsxigniment
requirements. Substantial judgment and originality are required to correlate theoretical
considerstion with experience and to evolve appropriste compromises, and to plan and
coordinate sction promptly. Highly complex issues are considered in consultation with
the Branch Chief.

EACTOR 4: COMPLEXITY

The work involves plamning and implementing a rocords management system, developing
Jocal procedures, where needed, overseeing maintenance of records end evaluating results
nnd making adjustments.

Assignments often require the interprotation and implementation of policy, guidance, and
program directives and may require modification of Agency guidance and standards to
provide idequate management of records, paper and electronic documents, The
incumbent must be able to have insiglt inta particular program areas, be able to




demonstrate resourcefuiness and ingenuity, to design novel soiutions and approaches that
will provide timely, aceurate, and quality menagemant of the Branch records and
docurments, The incumbent applies sound principles mnd malytical skills for complex
situation and special assignments. The incumbent may also serves us a mentor (0 new
and entry level staff, providing training and guidance, with respect to the preparstion of
routine responses.

FACTOR 5: SCOFE AND EFFECT

The work involves assignments that support the Branch's records, paper and electronic,
management responsibilities in terma of organizing facility fites and categorizing facility
documents and records, carrying out the CBI program, and the overall meneging of the
Branch records. The incumbent must research the particular situation in terms of new
rechnologies for rocords menagement, policy matters in terms of appropriateness of
Agency policy and guidance, and propose allematives and/or action plans. The work
products affect a range of the Branch's program ectivities. The incusmbent’s work of
protecting documents, assessing and carrying out quality, effective document and record
masnagement systems supports the Branch's effocts to preserve and restore the land and
foster healthy communitics and ecosystems and have efficient management systems. [t
also supports the Agency’s commitment to a paperiess office.

The purposc is to implement and maintains a records management system in the Branch.
The work sffects the accomplishments of the Air Enforcement and Compliance
Agsurance Branch. The incumberyt manages the records system, advises management,
trains users and assures the records management system meet the needs of the Branch.

FACTOR 6; PERSONAL CONTACTS

The employee hai contact with Branch and Division staff and managers, and with his/her
counterparts in other Divisions and Offices in Region 5 and sometimes Headquarters.
Routinely, the incumbent has contact with reapective tochnical staff regarding
cataloguing and/or retiring facility documents, such as complismce monitoring
documents, enforcement uctions, reyponse to information requests, and other technical
and legal records, The incumbent may-aiso have contact with his‘her counterparts in
EPA Headquarters and other EPA Regions snd industry representatives. The incumbent
attenda Region 5 and national records management meetings and conferences as
appropriate and funds are available.

T‘hcpmpmﬁth:mﬁ;ismdimuumhniul problems and/or issues related to

records management, such as recond retention, CB1 procedures, or classification.
Incumbent participutes in meetings or conferences involving isyucs related to record
management respotsibilities and specific assignments. The majarity of the contacts
require skill in written snd verbal communication.

FACTOR 8: PHYSICAL DEMAND
The work is sedentary. Typically, the incumbent may sit comfortably to do the work.
However, the job docs require the incumbent 1o regulacy lift and carry fight to medium



weight items such as papers, books, & file and/or box of files, etc. In addition, the job
duu-muﬁnelymguimwﬂkingmﬂﬂmdin;uwellhbmﬁng.miﬁﬂing

FACTOR 9; WORK ENVIRONMENT
The work in performed in an office setting.







